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Title
Nexus Client Management Process
1.0
Scope

Nexus Innovation Centre provides support services to internal and external start-up companies. The purpose of this process is to manage the selection and support of companies that are accepted into the centre.

2.0
Procedure
The steps to be followed in relation to client recruitment are as follows:

· Arrange initial meeting with potential client.
· If appropriate request completion of application form and any additional relevant information e.g. a business plan.
· Assessment of application against application criteria by UL and external innovation expert(s)-  decision to approve/decline application.

· Confirm accepted/declined, as appropriate.

· Where approved, issue template licence agreement (include unit number and fee) with request for proof of insurance, completed standing order and any other record that may be required (e.g. bank details).

· Where a lab is involved use template lab licence.
· Execute licence agreement between UL and the company
· Record licence agreement within the TTO.

· Establish client company folder on The Nexus Innovation Centre SharePoint site to retain client’s records.
· Issue unit keys and arrange staff ID cards/parking permits.
· Send finance office new customer set up form to allow generation and payment of invoices
The steps to be followed for client support are as follows:

· Arrange regular meetings with client

· Establish client support needs 

· Identify appropriate support measures to assist client.

· Make introductions for clients with external support service where and when appropriate (e.g. development agencies, potential investors, potential clients,  TTO, university department staff)
3.0
Records

Records management is in accordance with UL Record Management and Retention Policy. The following records relevant to this process are maintained:
· Completed application form
· Executed Licence agreement

· Copy of relevant company information (e.g. company insurance, bank details)
· List of approved Staff ID’s and approved parking permits
4.0
Review

This process is reviewed in accordance with the Self-Assessment Process and any updates are included in the next revision.Revision & Approval Log
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